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Commentary 


In  our  last  issue  of  News  &  Views  we  intro- 
duced a  new  seaion,  "Agency  Spotlight",  which 
promises  to  provide  a  wealth  of  information  on 
projects  and  aaivities  outside  of  ISD.    This 
month  we  are  pleased  to  introduce  yet  another 
new  section,  thanks  to  the  efforts  of  some  very 
accomplished  people  in  End  User  Computing, 
entitled  "Techtalk".    Techtalk  will  contain  mi- 
crocomputer information  on  frequently  used 
software  (Word  Perfect,  Lotus  1-2-3,  DOS,  etc.) 
that  is  guaranteed  to  make  your  life  easier.    It 
will  provide  valuable  details  on  little  known 
features  or  possibly  some  micro  "tricks"  from 
the  experts.    Make  sure  you  read  this  months 
new  Techtalk,  you  will  be  glad  you  did. 


Agency  Spotlight 


Imaging  For  Student  Loans 

In  March  1991,  the  Montana  Higher  Education 
Student  Assistance  Corporation  (MHESAC)  and 
the  Montana  Guaranteed  Student  Loan  Pro- 
gram (MGSLP)  initiated  a  joint  imaging  proj- 
ect   The  project  goals  are  to  improve  services 
to  borrowers,  reduce  the  cost  and  magnitude  of 
document  storage  requirements  and  enhance  the 
ability  of  the  staff  to  perform  their  functions. 

The  first  phase  of  the  project  is  the  installation 
of  a  customized  Document  Management  System 
from  I.  Levy  Associates.    It  will  be  followed  in 
6  to  12  months  by  a  workflow  system. 

Material  to  be  stored  on  optical  disk  is  cap- 
tured in  several  ways:  (1)  paper  documents  may 
be  scanned  and  converted  to  digitized  images; 
(2)  print  files  and  word  processing  documents 
may  be  copied  in  character  format;  and  (3) 
image  screens  may  be  scanned  virtually.    Images 
which  have  been  copied  to  optical  disk  may  be 


retrieved  and  printed  utilizing  laser  printers. 
Other  materials  are  retrieved  to  magnetic  disk 
where  traditional  data  processing  techniques 
may  be  utilized. 

The  Wang  Integrated  Imaging  System  (WIIS)  is 
an  integral  part  of  our  mini  computing  system. 
Each  5Vi'  optical  disk  holds  approximately  470 
MB  of  data  (approximately  18,000  pages).    The 
optical  juke  box  can  hold  up  to  50  disks  at  a 
time.    A  security  copy  of  each  optical  disk  is 
placed  off-site  as  soon  as  the  disk  has  been 
filled. 

Hardware  or  software  controls  allow  the  quality 
of  documents  to  be  enhanced  during  the  scan- 
ning process  by  changing  the  scanning  resolu- 
tion (dots  per  inch),  by  adjusting  the  types  of 
documents  such  as  photographs  and  for  light- 
ness or  darkness  of  the  material. 

Once  the  scanning  has  been  completed  the 
documents  must  be  indexed  for  ease  of  later 
retrieval,  electronically  filed  and  eventually 
copied  to  optical  disk  when  appropriate  backup 
procedures  have  been  utilized.    An  opportunity 
exists  to  rescan  documents  which  do  not  meet 
quality  control  standards. 

The  document  locator  is  maintained  in  a  rela- 
tional data  base  on  magnetic  disk.    A  copy  of 
the  table  of  contents  of  the  optical  disk  is  writ- 
ten each  time  the  disk  is  removed. 

While  the  indexes  in  the  Document  Manage- 
ment System  may  be  reviewed  at  any 
workstation  attached  to  the  system,  images  can 
only  be  retrieved  at  PC  workstations  which  have 
image  capable  monitors  and  software. 

Microfiche  preparation  of  documents  and  print 
files  has  been  supplanted  by  the  image  system. 
"Paul  Dunham 


Network  Growth 

Most  agencies  have  responded  to  ISD's  request 
for  information  on  networking  plans.    The  data 
received  will  help  ISD  plan  its  assistance  to 
agencies  more  effectively.    During  this  fiscal 
year,  agencies  will  add  approximately  900  intelli- 
gent workstations  to  local  area  networks.    They 
will  add  another  500  during  fiscal  year  1993.    In 
addition  to  this,  agencies  will  be  adding  about 


200  other  workstations,  conneaed  to  mini  or 
mainframe  computer  networks,  during  the  next 
two  years.    Besides  just  sheer  numbers,  agencies 
will  be  reaching  out  to  field  offices,  courts  and 
school  districts  as  never  before,  continuing  to 
expand  the  statewide  data  network.    If  you  have 
any  questions  about  the  network's  growth  please 
contact  Wendy  Wheeler  or  Debbie  Foster  at 
444-2973. 


Voice  Mail 

Voice  Mail  is  now  available  to  all  state  agencies 
in  Helena.    ISD  has  purchased  a  Voice  Mail 
product  called  Meridian  Mail. 

Meridian  Mail  is  an  electronic  voice  messaging 
system  that  gives  you  an  easy,  fast  and  depend- 
able way  to  communicate  with  people  both 
inside  and  outside  your  organization.  Meridian 
Mail  is  much  more  than  an  answering  machine 
as  it  allows  you  to: 

1.  Play  back  your  messages  from  any  touch 
tone  phone  in  the  world. 

2.  Listen  to,  record,  edit  and  send  messages. 

3.  Send  a  message  to  more  than  one  person. 

4.  Dial  or  address  by  name  instead  of  exten- 
sion number. 

5.  Set  a  date  and  time  for  message  delivery. 

6.  Plus  many  more  options.... 

Voice  menus  are  also  available  to  state  agen- 
cies.   These  are  recordings  that  are  placed  on 
main  telephone  numbers  and  give  callers  the 
option,  by  depressing  a  key  on  the  touchtone 
pad,  of  routing  themselves  to  the  specific  area 
in  the  agency  they  need. 

For  more  information,  call  Debbie  Foster  at  the 
ISD  Help  Desk,  at  444-2469. 
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Term  Contract  News 


Hewlett  Packard  Laser  Jet  Contract 

Under  Oregon  Digital  contract  #302- V,  the 
price  of  1Mb  and  2Mb  cartridges  has  been  re- 
duced as  follows: 

Item  #    Accessory    Old  price     Current  Price 
33474B    1Mb  Memory    S335.00  S150.00 
33475B    2Mb  Memory    $700.00  $250.00 

Micro  Term  Contracts 

All  micro  term  contract  vendors  have  submitted 
revisions  to  their  current  term  contracts  in  the 
form  of  new  equipment  addition  requests,  price 
decreases,  or  a  combination  of  both.    Several 
Computerland  revisions  have  been  approved. 
An  Addendum  to  Computerland  contract  #318- 
V  will  be  issued  shortly  to  reflect  these  changes. 
All  other  vendor  submissions  are  under  review. 

DIGITAL  TERM  CONTRACT  317-V 

Warranty  Reporting  -    Several  questions  have 
been  received  from  agencies  concerning 
the  completion  of  the  Digital  "Warranty 
Registration"  card  which  is  being  shipped 
with  each  system  unit,  to  be  returned  to 
Digital  in  Merrimack,  New  Hampshire. 
Many  of  you  are  also  receiving  the  newly 
created  Digital  "Personal  Computer  and 
Options  Registration  Form",  to  be  re- 
turned to  Midvale,  Utah.    This  form  is 
being  sent  to  the  agency  purchase  order 
address,  and  is  not  shipped  with  the  sys- 
tem unit.    Digital  has  created  this  form 
to  more  quickly  and  efficiently  handle  our 
warranty  problems  and  reporting  require- 
ments. 

To  minimize  the  administrative  effort  re- 
quired by  the  State,  its  been  determined 
that  only  the  "Personal  Computer  and 
Options  Registration  Form"  must  be 
completed  by  agencies  and  returned  to 
Digital.    This  form  is  to  be  filled  out  for 
system  units  only  (no  monitor  or  hard 
drive  serial  numbers  are  needed).    For 
printers  purchased  independently  of  a  sys- 
tem unit  purchase,  it  would  be  helpful  if 


the  Registration  Form  could  be  com- 
pleted and  returned  to  Digital. 

Serial  Numbers  -  In  cases  where  system  units 
are  labelled  with  both  a  grey  tag  and  a 
white  tag  displaying  serial  numbers,  uti- 
lize the  system  serial  number  that  match- 
es the  packing  slip.  In  the  near  future 
grey  and  white  tag  numbers  should 
match. 


Vendor  Product  Show 

A  Microcomputer  Term  Contract  Vendor  Pro- 
duct Show  is  scheduled  for  October  10,  1991. 
Digital,  Computerland  and  Dell  will  present 
equipment  and  product  information  for  interest- 
ed state  agencies  and  universities.    The  event 
will  take  place  in  conference  space  on  the 
bottom  floor  within  DNRC  from  9:00  am  to 
4:00  pm.    If  you  have  any  questions  about  this 
event  please  contact  Debbie  Owen  at  444-1357. 


Mainframe 


Output  Class  8 

Class  8  output  is  currently  retained  for  a  maxi- 
mum of  five  (5)  days  and  is  then  purged  from 
the  queue.    As  of  Tuesday,  October  15,  this 
output  will  be  retained  for  only  four  (4)  days 
before  being  purged.    This  change  is  being  im- 
plemented to  help  reduce  the  SYSOUT  spool 
utilization.    Though  this  class  8  output  is  re- 
tained for  a  considerable  time,  users  are  encour- 
aged to  review  this  output  and  purge  it  or  print 
it  as  soon  as  feasible. 


Free  SuperSession  Training  is  Avail- 
able 

If  you  use  several  different  mainframe  applica- 
tions and  would  like  to  be  able  to  use  them 
concurrently  and  jump  between  them  easily, 
SuperSession  may  be  just  the  tool  you  need. 
SuperSession  is  a  multi-session  manager  which 
allows  computer  users  to  access  more  than  one 
mainframe  application  at  the  same  time.    This 
is  a  handy  tool  for  those  who  regularly  use 
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many  different  applications  such  as  DCPROD, 
TSO,  CICS,  etc.    Many  agencies  are  now  using 
SuperSession  and  find  it  helpful  in  increasing 
their  productivity.    Free  SuperSession  training  is 
available  through  End  User  Computing;  contact 
Jeff  Holm  at  444-2072  to  make  arrangements. 


Mainframe  Upgrade 

Mainframe  use  is  growing  at  a  pace  that  exceeds 
our  earlier  projections.    An  IFB  has  been  re- 
leased to  upgrade  the  ffiM  3090-200E  to  a 
larger  machine. 

The  upgrade  will  impact  system  availability  on 
weekends  during  October.    Once  the  actual 
dates  and  times  for  the  upgrade  are  set,  a  letter 
will  be  sent  to  all  users  describing  system  avail- 
ability during  the  upgrade. 


-  New  types  of  charts  -  You  can  now  include 
the  data  tables  for  a  chart  as  part  of  the 
drawing;  you  can  also  have  3-D  charts. 

-  Larger  drawings  are  possible  by  starting 
Freelance  with  the  FL  L  option,  but  you 
need  535K  available  memory  to  use  this 
option. 

-  Comes  with  GrandView,  an  outliner  utility 
which  can  be  used  for  creating  text  outlines, 
and  will  do  spell  checking. 

You  may  upgrade  if  you  wish,  if  you  feel  that 
the  new  features  are  important  to  you.    How- 
ever, ISD  will  continue  to  teach  and  support 
Freelance  Plus  release  3.01. 

If  you  have  any  questions  on  Freelance  Graph- 
ics, please  call  End  User  Computing's  Jeff 
Holm  at  444-2072  or  Irv  Vavruska  at  444-2858. 


Microcomputer 

Freelance  Graphics  4.0  Upgrade  De- 
cision 

ISD  has  decided  not  to  upgrade  to  Freelance 
Graphics  4.0  at  the  present  time.    We  did  not 
feel  that  the  new  features  and  improvements 
were  enough  to  warrant  the  cost  of  the  upgrade. 
Some  of  the  new  features  include: 

-  WYSIWYG  display.    Formerly,  drawings  on 
the  drawing  page  did  not  accurately  reflect 
what  the  printed  output  or  the  output  to  a 
VGA  screen  would  look  like.    You  had  to 
issue  the  PRINT  PREVIEW  command  in 
order  to  see  it. 

-  Performance  improvements,  including  in- 
creased-memory  options  and  faster  printing  / 
faster  screen  shows.    Will  use  64K  of  ex- 
panded memory. 

-  "Smart  Charts"  -  You  can  establish  a  data 
link  between  a  spreadsheet  and  a  chart  just 
as  in  Freelance  3.01.    However,  if  the 
spreadsheet  is  updated,  the  chart  will  auto- 
matically reflect  the  changes  when  you  re- 
trieve the  chart. 


New  Version  of  Virus  Protection 
Software 

The  latest  upgrade  of  the  McAfee  virus  protec- 
tion software  is  available.  If  you  need  the  soft- 
ware, Network  Control  will  make  you  a  copy  if 
you  provide  them  with  a  formatted  3'/2"  high 
density  diskette.  Call  Network  Control  at  444- 
2526  or  444-2595  to  schedule  a  time  to  receive 
your  copy. 


Techtalk 

Have  you  ever  tried  to  retrieve  a  file  in  Lotus 
123  and  found  that  you  had  so  many  files  in 
your  data  directory  that  it  took  forever  to  wade 
through  all  your  files  to  get  to  the  one  you 
wanted  to  retrieve?    Here  is  a  simple,  but 
handy,  tip  next  time  you  are  using  Lotus  123. 
When  retrieving  a  file  using  /File  Retrieve, 
instead  of  using  your  arrow  keys  to  move 
through  all  the  files  you  have  in  your  directory, 
or  instead  of  typing  out  the  filename  manually, 
just  press  the  F3  function  key.    This  will  list  all 
of  the  files  in  your  data  directory.    You  may 
then  use  your  arrow  keys  to  highlight  the  file 
you  want  and  then  press  the  Enter  key  to  re- 
trieve your  file.    Note  that  on  line  3,  you  will 
also  have  a  detailed  description  of  the  file  that 
is  currently  highlighted.    You  will  see  the  name 
of  the  lilc   (.l.iif  ,ind  lime  crcaifd,  and  the  file 


size  in  bytes.    This  is  the  same  information  you 
will  see  when  you  type  DIR  at  the  DOS 
prompt. 

You  may  also  use  the  F3  function  key  next  time 
you  press  ALT  F3  to  run  a  macro.    Jtist  press 
the  F3  key  to  get  a  list  of  all  macros  and 
named  ranges  in  your  spreadsheet.    Not  only 
will  you  get  a  list  of  names,  but  on  line  3  you 
will  see  the  range  name  and  the  cell  location  of 
that  named  range  in  the  spreadsheet.    Try  pres- 
sing the  F3  function  key  when  you  use  /Range 
Name  Create  to  see  a  list  of  all  named  ranges 
too.    You  will  find  that  the  F3  key  can  come  in 
very  handy. 

Should  you  have  any  questions  on  this  Lotus 
function,  call  Irv  Vavruska  of  End  User  Com- 
puting at  444-2858. 


Training 

Imaging  Seminar 

The  imaging  project  team  will  sponsor  a  IVi  day 
seminar  featuring  Tom  Johnson  from  Noland, 
Norton  Global  Institute.    Mr.  Johnson  will  be 
covering  a  variety  of  topics  on  imaging: 


Applications  overview 
Fundamental  imaging  concepts 
Image  processing  systems 
Cost  benefit  information 
Image  data  management 
Storage  mediums 
Standards  and  trends 
System  components 
System  platforms 
Networks 

Database  management  systems 
System  analysis  information 
Issues  and  concerns  for  the  State  of  Mon- 
tana 

Mr.  Johnson  is  one  of  the  leading  image  and 
business  strategy  experts.    He  has  been  called 
upon  to  advise  many  large  organizations  on 
business  and  imaging  strategy. 

The  seminar  had  been  tentatively  scheduled  for 
October  22-23.    ISD  anticipates  a  cost  of  ap- 
proximately $300  per  person  to  attend  this  sem- 


inar.   To  register  for  this  seminar  call  the  Help 
Desk  at  444-2973. 


Tailoring  Your  Training 

In  addition  to  its  regularly  scheduled  training, 
ISD  offers  a  number  of  computer  systems  train- 
ing opportunities  for  State  employees.    To  meet 
specialized  education  needs  for  a  group  of  em- 
ployees, we  can  arrange  classes  on  your  site  or 
in  our  training  room.    For  smaller  numbers  or 
students  who  are  unable  to  fit  our  classes  into 
their  schedules,  computer-based  training  or 
video-tapes  may  be  the  answer. 

If  you  have  six  or  more  employees  needing  a 
class  that  is  not  in  our  regular  schedule,  ISD 
can  arrange  for  training  by  The  Computer 
School  or  some  other  vendor.   This  summer 
The  Computer  School  has  provided  WordPer- 
fect and  Lotus  training  on-site  to  employees  in 
Boulder,  Deer  Lodge  and  Helena.    Some  classes 
were  the  regular  curriculum  taught  outside 
Helena  and  some  were  tailored  to  advanced 
training  needs-not  in  the  regular  curriculum. 
Our  contract  with  The  Computer  School  pro- 
vides for  on-site  training  anywhere  in  the  state, 
so  these  courses  are  not  limited  to  the  Helena 
vicinity. 

Training  is  not  limited  by  The  Computer 
School's  curriculum  either.    ISD  has  arranged 
with  other  systems  training  vendors  for  such 
specialized  training  as  "Windows  for  the  Sup- 
port Team"  and  "Introduction  to  IDMS." 

Hands-on,  personally  supervised  training  is  often 
the  best  approach  to  computer  systems  educa- 
tion, but  it  is  not  always  practical  or  cost  effec- 
tive.   When  students  are  at  widely  varying  levels 
of  experience,  classroom  training  may  not  be 
the  best  way  to  go.    ISD  has  a  fairly  extensive 
lending  library  of  books,  video-tapes  and  com- 
puter-based training  (CBT)  tools.   The  CBT 
approach  offers  the  student  hands-on  training 
and  directed  instruction,  but  allows  the  student 
to  work  at  his  or  her  own  pace-with  as  much 
or  as  little  backtracking  as  necessary.    The  new- 
est of  the  self-directed  learning  tools  uses  a 
workbook,  a  video-tape  and  computer-based 
exercises.    For  example,  our  Windows  training 
package  uses  this  multi-media  approach  and 
gives  a  very  thorough  and  detailed  introduction 
to  Windows. 
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In  addition  to  the  Windows  package,  ISD  has 
courses  in  basic  microcomputer  skills,  typing, 
DOS,  WordPerfect,  Lotus,  dBase,  R.BASE,  and 
other  software  for  the  microcomputer.    For 
mainframe  computer  users,  we  have  tutorials  on 
terminal  operation,  JCL,  CICS,  TSO/IIS  word 
processing  and  MVS.    Mainframe  videos  include 
training  on  IDMS,  Culprit  and  ADS/O. 
If  you  have  questions  about  planning  training  or 
about  the  tutorial  systems  available,  please  call 
Sherry  Hanks  at  444-1392.    To  check  out  CBT 
courses,  video-tapes  or  books,  call  the  Help 
Desk  at  444-2973.    To  register  for  classes,  fill 
out  the  form  on  the  last  page  of  any  copy  of 
News  and  Views  and  send  it  to  Room  22, 
Mitchell  Building.    Whatever  your  needs,  we 
can  work  with  you  to  identify  the  best  approach 
to  successful,  cost-effective  training. 
-  Sherry  Hanks 


End  Notes 


to  offer  during  the  rest  of  this  fiscal  year.    To 
answer  these  questions,  we  developed  the  brief 
questionnaire,  included  in  this  issue  of  News 
and  Views.    If  you  have  an  interest  in  dBase, 
Novell  or  any  other  computer  training  that  is 
not  on  the  current  schedule,  please  complete 
the  questionnaire  and  return  it  to  Sherry  Hanks, 
Room  237,  Mitchell  Building. 

We  expect  this  survey  to  give  us  preliminary 
information  about  the  nature  and  general  level 
of  interest.    We  are  not  looking  for  a  commit- 
ment or  "head  counts"  from  survey  respondents. 
When  we  begin  to  firm  up  plans,  we  will  con- 
tact the  appropriate  agency  DP  and  training 
managers  to  make  sure  the  class  curriculum, 
schedules  and  costs  are  appropriate.    Thus,  the 
questionnaire  should  take  only  a  few  minutes  of 
your  time.    Your  help  in  our  efforts  to  "test  the 
market"  are  much  appreciated. 
-  Sherry  Hanks 


Submit  Articles 

If  you  wish  to  submit  an  article  to  News  & 
Views  for  publication  the  following  schedule 
provides  dates  that  articles  must  be  received  by 
in  order  to  be  included  in  the  issues  listed  be- 
low: 


December  Issue 
January  Issue 


10/24/91 
11/20/91 


ISD  Help  Desk  444-2973 

Have  a  problem?    Need  ISD  assistance  or  sup- 
port for  any  of  you  information  processing 
needs,  be  it  voice  or  data?   The  central  point  is 
the  ISD  HELP  DESK. 


Training  Survey 


Recently,  ISD  has  been  asked  to  provide  train- 
ing classes  in  dBase  and  Novell  network.    There 
is  enough  interest  to  warrant  conducting  these 
courses,  but  we  need  to  know  just  what  you 
want  to  learn.    In  addition,  we'd  like  to  know 
which  of  our  less  frequent  courses  you  want  us 
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COMPUTER  TRAINING  NEEDS  SURVEY 


IF  YOU  HAVE  TRAINING  NEEDS  THAT  ARE  NOT  BEING  MET.  PLEASE  TAKE  A  FEW 
MINUTES  TO  COMPLETE  THIS  QUESTIONNAIRE. 


1.   What  MICROCOMPUTER  classes  would  you  like  to  see  in  the  curriculum  for  the  rest  of  Fiscal 
Year  1991  (FY91)?    CHECK  ALL  THAT  APPLY. 

dBase Introductory 

How  to  generate  reports 

How  to  create  data  bases 

How  to  combine  existing  data  and  new  data 

Programming  in  dBase 

_  Other  dBase  functions  (SPECIFY) 

Intermediate  R:Base 

_  PES 
SAS 


Lotus  DataBase 

Spreadsheet  Design 

Freelance 


WordPerfect  Macros 

WordPerfect  Complex  Document  Design  (Creating  Tables  of  Contents,  Indexes,  Footnotes  and 

End  Notes,  Master  and  Sub-Documents) 

Windows To  Buy  or  Not  to  Buy-Decision  Support 

Using  Windows  (Introductory) 

Housekeeping  with  Windows  (File/Disk  Management) 

Installing  Windows 

Windows  Maintenance  and  User  Support 

Other  microcomputer  classes  (SPECIFY) 


2.   What  LOCAL  AREA  NETWORK  classes  would  you  like  to  see  in  the  curriculum  for  the  rest  of 
FY91?    CHECK  ALL  THAT  APPLY. 


Novell  Network  Installation 

Problem  Resolution/Trouble  Shooting 

Using  Novell  (for  End  Users) 

_  Other  PC-LAN  or  Novell  Class  (SPECIFY) 


3.   What  MAINFRAME  computer  classes  would  you  like  to  see  in  the  curriculum  for  the  rest  of  FY91? 
CHECK  ALL  THAT  APPLY. 


_  TSO 

Culprit 

_  SAS 

_  Other  (SPECIFY) 
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4.   During  what  months  could  you  take  each  of  these  classes?    (PLEASE  CHECK  OR  ENTER  THE 
CLASS  NAME  IN  ANY  SPACES  THAT  APPLY) 

WE/I  COULD  TAKE  THESE  TYPES  OF  CLASSES  IN  THESE  MONTHS 

Word  Other  Main- 

Data  Base         Perfect  Lotus         Windows      Network  PC  frame 

Dec,  1991  

Jan.,  1992  

Feb.,  1992  

Mar.,  1992  

April,  1992  

May,  1992  

June,  1992  


5.    Do  you  have  any  other  comments  or  requests? 


PLEASE  FOLD  HERE  AND  MAIL  (DEADHEAD)  TO  THE  ADDRESS  SHOWN  BELOW. 

THANK  YOU  FOR  YOUR  INPUT 


SHERRY  HANKS 

ROOM  237,  MITCHELL  BUILDING 

HELENA,  MT  59620 
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Training  Information 

All  classes  will  be  held  in  the  basement  of  the  Teachers  Retirement 

Building 

at  1500  6th  Ave. 

unless 

another  location  is  specified.    There  is  a  limit  of  12  participants  per  paid  class  and  20  participants  per 

demonstration  (free)  class,  unless  otherwise  announced.    Please  contact  the  HELP  DESK  at  444-2973  to 

sign  up  for  a  class. 

The  classes  available  and  their  costs  are  as  follows: 

Length 

Class  Name 

Cost 

in  Days 

Introduction  to  TSO/SPF 

$  75.00 

1 

Introduction  to  JCL  (Job  Control  Language) 

300.00 

4 

•Accelerated  Introduction  to  JCL 

75.00 

1 

*CICS  Command  Level  Programming 

575.00 

5 

♦Introduction  to  IDMS 

480.00 

5 

*IDMS  ADS/Online 

480.00 

5 

Introduction  to  Culprit 

225.00 

3 

♦Subscripting  in  Culprit 

FREE 

'/4 

♦Culprit  Programming  for  IDMS 

150.00 

2 

♦Using  COMPAREX 

37.50 

'/2 

♦Using  Novell  Network 

37.50 

Vl 

♦Introduction  to  SAS:    Module  1 

18.75 

'/4 

Module  2 

18.75 

V^ 

Module  3 

187.50 

IVl 

Module  4 

37.50 

Vl 

Module  5 

37.50 

Vl 

Beginning  Microcomputer  Skills 

75.00 

1 

Fundamentals  of  DOS 

75.00 

1 

Intermediate  DOS 

75.00 

1 

Introduction  to  WordPerfect  (5.0  or  5.1) 

112.50 

\Vi 

Advanced  Features  of  WordPerfect  (5.0  or  5.1) 

112.50 

V/i 

WordPerfect  Complex  Document  Design 

FREE 

y* 

WordPerfect  5.1  Tips  and  Tricks 

FREE 

V* 

Spreadsheet  Design  and  Documentation 

75.00 

1 

Introduction  to  Lotus  1-2-3  (Rel  2.2,  2.3,  3.1) 

150.00 

2 

Conversion  from  Rel.  2.2  to  2.3  of  Lotus  1-2-3 

FREE 

'/4 

Advanced  Lotus  1-2-3  (Rel.  2.2  or  3.1) 

150.00 

2 

♦Freelance 

75.00 

1 

♦Lotus  1-2-3  Macros,  Release  2.2 

150.00 

2 

♦Lotus  1-2-3  Database  Features 

150.00 

2 

♦Introduction  to  PFS:Professional  File,  Ver.  2.0 

75.00 

1 

♦Micro  Database  Concepts  and  Design 

75.00 

1 

♦Introduction  to  R:Base  (Rel.  3.1) 

187.50 

2Vi 

♦Intermediate  R:Base  (Rel.  3.1) 

150.00 

2 

♦State  Telephone  Training 

FREE 

y* 

*    This  class  is  not  scheduled  during  the  time  covered  in  this  issue. 

■  "  " 
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Data  Network/Mainframe  Classes 


September  30 
October  1  through  4 
November  12  through  14 

Microcomputer  Classes 

October  7 
October  28 
November  1 
November  4 

Word  Processing  Classes 

October  8,  October  9  am 

October  10,  October  11  am 

October  29 

October  30 

November  5,  November  6  am 

November  7,  November  8  am 

Spreadsheet  Classes 

October  17  and  18 
October  24  and  25 
October  31 
November  18 
November  21  and  22 
November  25  and  26 

Database  Classes 

Communication  Qasses 


Introduction  to  TSO/SPF 

Introduction  to  JCL  (Job  Control  Language) 

Introduction  to  Culprit 


Beginning  Microcomputer  Skills 
Fundamentals  of  DOS 
Intermediate  DOS 
Beginning  Microcomputer  Skills 


Introduction  to  WordPerfect  5.0 
Advanced  Features  of  WordPerfect  5.1 
WordPerfect  Complex  Document  Design 
WordPerfect  5.1  Tips  and  Tricks 
Introduction  to  WordPerfect  5.1* 
Advanced  Features  of  WordPerfect  5.0 


Introduction  to  Lotus  1-2-3,  Rel.  3.0 
Introduction  to  Lotus  1-2-3,  Rel.  2.2 
Conversion  from  Rel.  2.2  to  Rel.  2.3  of  Lotus  1-2-3 
Spreadsheet  Design  and  Documentation 
Introduction  to  Lotus  1-2-3,  Rel.  2.3 
Advanced  Lotus  1-2-3,  Rel.  3.0 

NONE 

NONE 


*     This  WordPerfect  5.1  course  is  being  held  at  The  Computer  School,  not  in  the  Teachers  Retirement 
Building, 

ERRATA:    In  the  August  issue  of  News  and  Views,  the  class  description  for  "Introduction  to  WordPer- 
fect 5.1"  contained  several  typographical  errors  including  an  error  in  the  class  dates.    The  class  scheduled 
for  early  October  was,  in  fact,  a  WordPerfect  5.0  class.    To  meet  the  demand  this  error  created,  we  have 
scheduled  a  special  "Introduction  to  WordPerfect  5.1"  class  at  The  Computer  School  during  the  week  of 
October  7.    Please  contact  the  Help  Desk  to  sign  up  for  that  class. 
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INTRODUCmON  TO  TSO/SPF:       presented  by  Jeff  Holm  of  the  Application  Services  Bureau 

DATE:  September  30,  1991 

TIME:  8:30  am  to  4:00  pm 

PREREQUISITE:  3270nd  (Interactive  Class  on  Terminal  Operation) 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

"Introduction  to  TSO/SPP  is  a  hands-on  workshop  about  using  computer  terminals  (or  PC  terminal 
emulators)  and  the  SPF  editor.    SPF  is  an  easy-to-leam,  menu-driven  system  used  to  enter  data  and 
programs  into  the  State's  mainframe  computer.    Entering  data,  changing  data  and  submitting  programs 
(jobs)  for  execution  are  covered  in  detail.    Also  covered  are  SPFs  utility  functions  and  the  tracking  of 
job  output. 

This  course  is  essential  for  state  government  personnel  using  terminals  or  PC's  linked  to  the  State's 
central  computer.    It  is  a  prerequisite  for  many  other  ISD  classes. 

INTRODUCTION  TO  JCL  (JOB  CONTROL  LANGUAGE):       presented  by  Jeff  Holm  of  the 

Application  Services  Bureau 

DATE:  October  1  through  October  4,  1991 

TIME:  8:30  am  to  4:30  pm  each  day 

PREREQUISITE:  Introduction  to  TSO/SPF 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  course  is  designed  for  programmers,  I/O  controllers,  operations  technicians  or  users  of  report-writ- 
ing software  who  submit  jobs  on  the  state's  mainframe  system. 

The  course  will  cover: 

Syntax  and  coding  of  IBM  Job  Control  Language  (JCL) 

MVS  operating  system 

Handling  datasets  and  device  assignments 

Some  of  the  IBM  utilities 

Troubleshooting  and  interpreting  system  messages 

Hands-on  experience  writing  and  executing  JCL 

INTRODUCTION  TO  CULPRIT:        presented  by  Jeff  Holm  of  the  Application  Services  Bureau. 

DATE:  November  12  through  14,  1991 

TIME:  8:30  am  to  4:30  pm 

PREREQUISITE:  Introduction  to  TSO/SPF  required,  JCL  and  programming  experience  helpful 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  3-day  class  is  directed  toward  end  users  and  programmers.    It  will  cover  the  basic  functions  of  the 
Culprit  report  writer  and  the  basic  aspects  of  generating  reports  from  standard  files.    It  will  not  treat 
more  advanced  topics  such  as  database  access  or  match  files.    Topics  covered  will  include: 

•  Generating  a  basic  report  from  standard  files 

•  Enhancing  and  formatting  the  report 

•  Generating  multiple  reports 

•  Sequencing  report  output 


Selective  processing 
Understanding  programming  logic 
Performing  arithmetic  operations 
Direaing  processing  flow 
Generating  total  lines 
Generating  subtotals  and  sort  levels 
Printing  selected  output  lines 


BEGINNING  MICROCOMPUTER  SKILLS:      presented  by  the  staff  of  The  Computer  School 

DATES:  October  7,  1991  or 

November  4,  1991 
TIME:  8:15  am  to  4:30  pm 

PREREQUISITE:  None 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  course  will  give  panicipants  brief  hands-on  experience  with  microcomputers.    The  following  topics 
will  be  covered: 


The  Machine 

The  Operating  System 

Word  Processing 


Spreadsheets  and  Graphics 
File  Management 
Communications 


Most  class  time  will  be  spent  using  microcomputers  and  software.  This  course  helps  develop  a  positive 
attitude  toward  using  microcomputers  and  teaches  their  basic  functions.  This  class~or  its  equivalent-is 
a  prerequisite  for  our  other  microcomputer  courses. 


FUNDAMENTALS  OF  DOS: 


presented  by  the  staff  of  The  Computer  School 


DATE:  October  28,  1991 

TIME:  8:30  am  to  4:30  pm 

PREREQUISITE:  Beginning  Micro  Skills  and/or  3  months  micro  experience 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

"Fundamentals  of  DOS"  is  intended  for  microcomputer  users  who  need  to  know  more  about  controlling 
the  microcomputer  through  its  operating  system.  Programming  experience  is  NOT  required.  Topics  to 
be  covered  include: 

What  is  DOS?    Why  is  it  necessary  to  know  about  it? 

DOS  names  for  peripherals 

File  naming 

Set-up  files  such  as  CONFIG.SYS 

Internal  DOS  commands  -  DIR,  ERASE,  RENAME,  TYPE,  COPY  and  their  variations 

External  commands  -  FORMAT,  SYS,  DISKCOPY,  CHKDSK,  MODE 

Interpreting  batch  files 

Backup  procedures 


u 
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INTERMEDIATE  DOS:     presented  by  the  staflf  of  The  Computer  School 

DATE:  November  1,  1991 

TIME:  8:30  am  to  4:30  pm 

PREREQUISITE:  Fundamentals  of  DOS  or  equivalent 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  class  is  designed  to  follow  the  "Fundamentals  of  DOS"  class  and  to  give  the  user  a  better 
understanding  of  and  increased  ability  to  use  DOS.    It  is  not  designed  for  programmers  and  does  not 
cover  all  the  advanced  features  of  the  operating  system.   The  following  topics  are  covered: 

•  ATTRIB  •  JOIN 

•  Batch  File  Creation  •  LABEL 

EDLIN  •  MODE 

Batch  file  commands  •  REPLACE 

•  DISKCOMP  •  SELECT 

•  Filters  (FIND,  MORE)  •  XCOPY 
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INTRODUCTION  TO  WORDPERFECT  5.0:  presented  by  the  staff  of  The  Computer  School 

DATE:  October  8  and  9,  1991 

TIME;  8:30  am  to  3:30  pm  on  first  day 

8:30  am  to  noon  on  second  day 
PREREQUISITE:  Beginning  Microcomputer  Skills  or  equivalent 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  class  is  designed  for  beginning  users  of  WordPerfect  5.0.    Experience  with  WordPerfect  4.2  is  not 
necessary.    Participants  will  go  through  the  fundamentals  of  creating,  printing,  and  editing  documents. 
The  class  will  cover  the  Setup  feature;  formatting  documents  as  they  are  created  and  after  creation;  and 
some  time  saving  features  such  as  spell  check,  merges,  block  functions  and  macros. 

ADVANCED  FEATURES  OF  WORDPERFECT  5.0:      presented  by  staff  of  The  Computer  School 

DATE:  November  7  and  8,  1991 

TIME:  8:30  am  to  3:30  pm  on  first  day 

8:30  am  to  noon  on  second  day 
PREREQUISITE:  Introduction  to  WordPerfect  5.0  or  equivalent 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

For  those  already  using  WordPerfect  5.0,  the  advanced  class  will  cover  footnotes,  column  generation, 
sorting  capabilities,  dual  document  editing,  font  changes  within  a  document,  creation  of  style  sheets  and 
master  documents,  keyboard  layout,  the  compose  function  and  graphics. 
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INTRODUCTION  TO  WORDPERFECT  5.1:       presented  by  the  staff  of  The  Computer  School 

DATE:  November  5  and  6,  1991 

TIME:  8:30  am  to  3:30  pm  on  first  day 

8:30  am  to  noon  on  second  day 
PREREQUISITE:  Beginning  Microcomputer  Skills  or  equivalent 

LOCATION:  The  Computer  School  at  34  N.  Last  Chance  Gulch 

This  class  is  designed  for  users  who  are  new  to  WordPerfect.    Experience  with  WordPerfect  5.0  is  not 
necessary.    Participants  will  go  through  the  fundamentals  of  creating,  editing  and  printing  documents. 
Some  advanced  features-spell  check,  block  functions  and  others-will  also  be  covered. 

NOTE:    This  course  is  being  offered  at  The  Computer  School.  NOT  at  the  Teachers  Retirement 
Building. 


ADVANCED  FEATURES  OF  WORDPERFECT  5.1:      presented  by  the  staff  of  The  Computer 

School 

DATE:  October  10  and  11,  1991 

TIME:  8:30  am  to  3:30  pm  on  first  day 

8:30  am  to  noon  on  second  day 
PREREQUTSFTE:  Introduction  to  WordPerfect  5.1 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  class  is  geared  for  those  who  are  proficient  in  the  basics  of  WordPerfect  5.1.    Topics  include 
footnotes,  text  columns,  sorting,  style  sheets,  master  documents,  keyboard  layout,  graphics,  table  formats, 
merging  and  generation  of  labels. 


WORDPERFECT  COMPLEX  DOCUMENT  DESIGN:  presented  by  Kyle  Wynn  of  the 

Application  Services  Bureau 

DATE:  October  29,  1991 

TIME:  10:00  am  to  noon 

PREREQUISITE:  Introduction  to  WordPerfect  5.0/5.1 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  "hands-on",  free  class  will  cover  Master  and  Subdocument  design.    Using  WordPerfect's  Master 
Document  feature  allows  creation  of  larger  or  more  complex  documents  while  providing  more 
manageable  and  editable  documents.    Examples  are  documents  or  reports  containing  several  chapters  or 
requiring  indices,  tables  of  contents,  outlining,  or  footnotes.    The  demonstration  will  highlight  WordPer- 
fect features  that  make  combining  several  subdocuments  within  a  master  document  easy.    Students  will 
learn  how  to  build  and  expand  a  master  document  that  includes  a  table  of  contents,  footnotes,  and  an 
index. 


WORDPERFECT  5.1  TIPS  AND  TRICKS: 


presented  by  Brent  McAllister  of  WordPerfect 
Corporation 


DATE:  October  30,  1991 

TIME;  8:30  am  to  10:30  am 

PREREQUISITE:  Introduction  to  WordPerfect  (5.0  or  5.1)  and  Advanced  Features  of  Word- 

Perfect (5.0  or  5.1)  Recommended 
LXX;aTION:  Basement  of  the  Teachers  Retirement  Bldg. 

This  free  session  demonstrates  tips  and  a  variety  of  tricks  for  using  such  features  as  edit,  block,  tables, 
columns,  tabs,  keyboard,  merge  and  sort,  graphics,  and  print.   The  focus  is  on  some  of  the  more 
complex  desktop  publishing  capabilities  of  WordPerfect.   Thus,  the  more  familiar  you  are  with  the  basic 
features,  the  more  you  will  gain  from  this  demonstration.    In  addition  to  some  hands-on  practice,  there 
will  be  a  hand-out  with  detailed  instructions  for  each  of  the  features  and  tips  presented. 


INTRODUCTION  TO  LOTUS  1-2-3,  RELEASE  2.2: 


presented  by  the  staff  of  The  Computer 
School 


DATE:  October  24  and  25,  1991 

TIME:  8:30  am  to  4:30  pm  each  day 

PREREQUISITE:  Beginning  Microcomputer  Skills  or  equivalent 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  class  is  designed  for  persons  with  little  or  no  Lotus  1-2-3  experience.    It  will  consist  of  instructions 
and  hands-on  practice,  with  lab  time  available  for  building  spreadsheets  of  the  participants*  choosing. 

The  class  will  concentrate  on  using  1-2-3  Release  2.2  to  design,  create,  edit  and  print  spreadsheets  and 
to  create  graphics.    Some  intermediate  features  such  as  the  Allways  Add-In  product  will  be  used  to 
teach  enhanced  printing  of  spreadsheets  and  graphs. 


CONVERSION  FROM  LOTUS  1-2-3,  RELEASE  2.2  TO  RELEASE  23: 


presented  by  the  staff  of 
the  Application  Services 
Bureau 


DATE:  October  31,  1991 

TIME:  10:00  am  to  12:00  noon 

PREREQUISITE:  Introduction  to  Lotus  1-2-3,  Rel.  2.2  or  equivalent 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  free  class  is  designed  for  persons  who  are  experienced  with  Lotus  1-2-3.    It  will  deal  with  the 
differences  between  Release  2.2  and  2.3,  including  the  new  WYSIWYG  (What  You  See  Is  What  You 
Get)  features  of  Release  2.3.    Other  features  that  will  be  covered  include  the  new  Auditor  and  Viewer 
Addins,  improved  graphics,  and  improved  printing  management.    Other  new  features  will  be  covered 
briefly. 
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INTRODUCTION  TO  LOTUS  1-2-3,  RELEASE  23:  presented  by  the  staff  of  The  Computer 

School 

DATE:  November  21  and  22,  1991 

TIME:  8:30  am  to  4:30  pm  each  day 

PREREQUISITE:  Begiiming  Microcomputer  Skills  or  equivalent 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  class  is  designed  for  persons  with  little  or  no  Lotus  1-2-3  experience.    It  will  consist  of  instructions 
and  hands-on  practice,  with  lab  time  available  for  building  spreadsheets  of  the  participants'  choosing. 

The  class  will  concentrate  on  using  1-2-3  Release  2.3  to  design,  create,  edit  and  print  spreadsheets  and 
to  create  graphics.    Some  new  features  of  Release  2.3  will  be  used  to  teach  enhanced  printing  of 
spreadsheets  and  graphs. 

INTRODUCTION  TO  LOTUS  1-2-3  RELEASE  3.0:      presented  by  the  staff  of  The  Computer  School 

DATE:  October  17  and  18,  1991 

TIME:  8:30  am  to  4:30  pm  each  day 

PREREQUISITE:  Beginning  Microcomputer  Skills 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  class  is  designed  for  persons  with  little  or  no  Lotus  1-2-3  experience.    It  will  consist  of  instructions 
and  hands-on  practice,  with  lab  time  available  for  building  spreadsheets  of  the  participants'  choosing. 

The  class  will  cover  design,  creation,  printing  and  editing  of  3-dimensional  spreadsheets.    Additional 
topics  will  include  selected  graphic  features,  the  use  of  formulae  to  connea  spreadsheets,  multiple 
spreadsheets  within  a  single  file,  and  the  opening  of  multiple  files  at  the  same  time. 


ADVANCED  FEATURES  OF  LOTUS  1-2-3,  RELEASE  3.0:       presented  by  the  staff  of  The  Com- 
puter School 

DATE:  November  25  and  26,  1991 

TIME:  8:30  am  to  4:30  pm  each  day 

PREREQUISITE:  Introduction  to  Lotus  1-2-3 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  course  is  designed  for  anyone  who  is  using  Lotus  1-2-3  to  create  spreadsheets  for  all  but  the 
simplest  applications.    It  consists  of  lecture,  hands-on  practice,  lab  work  and  a  question  and  answer 
period.    Advanced  features  include: 

•  File  linking  and  multiple  worksheet  consolidation 

•  The  @  functions 

•  Use  of  dates  and  times  within  1-2-3 

«  Hiding  and/or  protection  of  spreadsheet  ranges 

•  Worksheet  and  print  setting  displays 

•  Advanced  global  settings 

•  Improved  graph  appearance 

The  class  will  also  cover  demonstrations  of  Lotus  1-2-3's  database  and  Macro  functions  and  many  other 
features  not  included  in  Introduction  to  Lotus  1-2-3. 


SPREADSHEET  DESIGN  AND  DOCUMENTATION: 


presented  by  Irvin  Vavruska  of  the 
Application  Services  Bureau 


DATE:  November  18,  1991 

TIME:  8:30  am  to  4:30  pm 

PREREQUISITE:  Introduction  to  Lotus  1-2-3 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  class  will  emphasize  the  importance,  effectiveness  and  the  organizational  benefits  of  good 
spreadsheet  design  and  documentation.    Lotus  1-2-3  Release  2.2  will  be  used  to  demonstrate  good  and 
bad  techniques.    Some  common  methods  for  solving  logic  problems  and  locating  design  and  program- 
ming mistakes  will  be  covered. 
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ISD  CLASS  ENROLLMENT  APPLICATION 

COMPLETE  THIS  APPLICATION  IN  FULL  AND 

RETURN  IT  TO  THE  INFORMATION  SERVICES  "HELP  DESK' 

PRIOR  TO  THE  FIRST  DAY  OF  CLASS 

COURSE  DATA 

Course  Requested: 

Date  Offered: 

STUDENT  DATA 

Name: 

Soc  Sec  Nbr  (for  P/P/P) : 

Agency  &  Division: 

Mailing  Address: 

Phone : 

How  have  you  met  the  required  prerequisites  for  this 
course?   Explain  giving  the  class (es)  taken,  tutorial (s) 
completed,  and/or  experience. 

BILLING  INFORMATION/ AUTHORIZATION 

ISD  Billing  Number  (5  digits) : 

Authorized  Signature: 

FULL  CLASS  FEE  WILL  BE  BILLED  TO  THE  REGISTRANT  UNLESS 

CANCELLATIONS  ARE  MADE  THREE  BUSINESS  DAYS  BEFORE 

THE  START  DATE  FOR  EACH  CLASS. 

av=iHaV3a 

02969    XW    WN313H 

HIXIS     3     SISl 

S33lAa3S  OJNI  3  33N3a3J3« 

Aavaan  3±\f±s   wnwinow 
sa38WWHD   aioawH 


0  3969   JLW   YNaiaH 
DQIQ   liaHDilW   S3  WH 

NoisiAia  saoiAHas  Noi-ivwHoaNi 
NOiiVHisiNiwav  ao  iNawiHVdaa 


